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1 August 1958
MFMORANDUM FOR THE RECORD:

SUBJECT: List of Historical Record's in CIA's Office of the Comptroller,
1953-56, as Shown by Records Inventory

1. I >ssistont chief of Records Management Staff,
said that the schedules for the Office of the Comptvoller, were prepared
under the supervision of
h;d in the Office of the Comptroller. She prepared the
schedule for her immediate office and combined the schedules for the
other offices under the Comptroller. Unfortunately, some of the
offices did not follow the dir8ctions and did not give the linear
feet in the £kdwx different items,

2. _ said that_ was very sensitive and 25X1A
protective regarding the- files and that we should not indicate that we
had seen the schedules. Permission to consullt the records should be
obtained from her superior, Mr. Saunders, the Comptroller.

3. The records inventory for the Office of the Comptroller is
made up of seven different schedules each with its own serial numbers,
These are: Comptroller, NSC, Fiscal Dyvision, Site Audit, Budget

Division and Ppocedures, Finance Division, and }{achine Records
Rejerance A

=

Division as shown in the attached listin%%

Y. I o:fice has prepared a summary of the permanent

files of the Office of the Comptroller and a thermafax copy of this
s Radsevencx B
summary is attachecy.

5. An exgmination of inventory showed that the temporary items

listed in the attached list would probably have historical value

and we might recommend thelr retention. These ave shewy

o Reforirs ©

HFG 4 Aug. 1958
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25X1A B - of November 1956)

Schedule Number Unit Items Classification Date
31-57 Comptroller 1-36 Conf. 14 Nov.1956
31.01-57 NSC 1-8 Conf 14 Nov.1956
31,02-57 Fiscal Division 1-.93 Conf, 28 Oct.1955
31.03-57 Site Audit 1.7 Conf, 28 Jul.195§
31,08-57 Budget Division 1-26 Conf, 21 Nov. 1955
31.05-57 Finance Division 1-108 Sécret 13 July 1954
31,06-57 Machine Records Div. 66-127 | 19 Nov. 1953
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Permanent Files
of the

Office of the Comptroller . 4%
A  bListed ?(c-co? 4 Mo wage ol »97"&{‘:’“1&'
Comgtrolle

Reference Matariul

File conslsts of Agency Regulations, Notices, Handbooks, Manusals,

Instructions, and other reference material published by the Agency.

Filed by type of document and numerically thereunder. Flace in
rescinded file when superseded. (October 1946-December 1953)

Office Correspondernce File

Pollcy and Trocedur- correspondence file ~onsieting ¢ letters,
memorands, staff stucdies, and other files which dccurernt the

activities performed by the Office nf the Comptroller (n accordance

with the wission assignred in R 1-140. Filed by osrganizational
component or by sub’ect and chronologically thereunder; start
a nev file every fiscal year. (October 19L6-December 1955)

Organization and Cperations Planning Records

¥1le conslets of docments thal relate Lo the establishwent of and

changes In Office of the Comptroller organization, functions, and
relationships, such ae organization-and functiom charts, mimutes
of meetings, staft studies, changes in operating progﬂdurea, pro-
cedures, production methods, end inspection. Xeports, led by
subject and chronnlogically thereunder, start a rev fi]» every
year. (19L7-1955)

1y

by name of Department or Agency, and chronologically thereunder,
start a pev file svery fiscal year. (1 July 1953 to 31 December

eeand

959%)

Project Review Come:ttee Actions
THB ThHe ajvice GT'ProJect Action and reflects background

of project and final approval., Used for budget contrsl purposes.,
Filed by Fiacal Year and numerically thereunder. (Fiscal Years
1951-1956)

Financial Reports

¥1Te conslsts of reports prepared by Fiscal and Finance Divisions,
Program Analysis Staff, Audit Staff,.and Field Stations.

reference and/or 1nformation purposes. Filed by fiscal year, by
type of report, and chronologically thereunder.

b.

HS/HC- 153

Unvouchered Funds Monthly Rerort (FY 1956) (Top Secret)
Ceﬁtrel Intelligence Agency Annual Financial Statement (1954)

Central Intelligence Agency Quarterly Financial Stestement
(1954-1955)

Central Intelligence Agency Annual Financial Report (1954)

CHUFIBERTIAL

wlitef
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e. Financial Condit!lon of Subsidy and Proprietary Projects
(1954-1955)

r. tvatuasion or N Stettons . (195°)
&. Report 6n Sratus of Appropriations (FY 1954-135F)
h. Expenditures by Fiscal Years (1955)

1. Moosoly. Finencial and Statistical information for Director
‘and DD/S (FY 1554-1956)

AR A ety

Personnel Reports (Evyes Only)

T1le conslets of -oplee ol personnel statistical reporte that are
used for budget formulation and execution, Filed by fiscal year,
by type of report, and chronologlcally thereunder. (Fiscal Year
1953-1956)

Records Disposition TFiles

Yncludes descriptive Inventories, disposal authorizations, schedules
for the retirement of records, and correspondence or memoranda
relating to revisions. (1953-1.955) '

War Planning Kecords
YTTe conslats of coriés of correspondence-and related date, & portion
of which reflects Agency policy for War Flanning. Ysed for reference
purposes and for possible use in prepering & budget. ¥Filed chrono-

logically. (1952-1955)

Budget Preparation and Presentation Records

arlonel Programws . ¢ rerlects by Area Division and future
program activities that are to te carried out by operating
offices. Operational programs reflect the Agercy poliey and
plans upen which the budget for ensulng year is prepared, Filed
by Fiscal Year and by Area Division thereunder. (Fiecal Years
1953-1956)

b. Correspondence., File reflects Agency policy end procedures
governing budget administration and includes data prepared
for Bureau of the Budget and Congressional Hearings. Filed
by Fiscal Year and by subject thereunder. (Piscal Years
1947-1957)

© ¢. Budget Estimates. File copies of budget estimates comprising

appropriat{on language sheets, narrative statements and re-
lated schedules and data. Filed chromologically. (Fiscal .

Years 1947-1954)

3. Dersghpél.Graphs, Allotment and Obligation Graphs, and Expendi- . -

ture Graphs.. These files protray trepds that sre not evident -
in the Fipance and Fiscal Division on monthly reports. Filed.
by type of gragh and chronologically thereunder. (Fiscal

Years 1947-1956) ' :

Special Project Files ' .
!E;e consioéi of project budget, copies of operational reports,

correspondence, and related dats on special projects. Used in

/
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33a

35

. prograw -anslysis of. Agency activities.. . Filed by sub?oct and chrotte.. . ..
1

Financial Reggrts! Outgoig§ : B . o4
_ Work papeérs used In preparing monthly, quarterly, and anqgag ) ;2;, 4

- chronologically. (Fiscal Years 1952-1956)

) E
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allocating money to projects and as reference material when
reviewing Area Programs. Filed alphabetically by project name
and chronologically thereunder. (1952-1955)

Technical Accountiqgrstaff

Staff Correspondence File

Policy and procedure correspondence file consisting of letters, ey .4ff”
memoranda, stalf studies, and other files which document the i
administration and operation of the Technlcal Accounting Staff.

Filed by subject and chronologically thereunder; start a new

file every two years, (1953 1956)

Project Case Files ,

¥ITe Tncludes project edministrative plans, accounting syastems, : /gp;{ ?”
correspondence relative to the installation of accounting systemws, "
couments and concurrences and related working papers that reflect

the financial reporting requirements for prolects. Filed alphabeticelly

by nawe of project. Place Iin inactive file upon termination of

project. (1953-1956)
Program Analysis Staff

Statf Correspondence Flle _ .
Torrespondence Tiles of Agency policy and procedure governing the ,f; 7/f

logically thereunder; start a new f{le every year. 953-1955)
Project and Special Anelyses Filea :
Flle consiste of correspondence, copies of reporte and other o wa
irelatad data accumulated during course of analyzing projects or ‘3“}5 At
special financial Agency transactions. Used in preparing financial
reports and statements. Filed alphabetically by type of analyseis; -
start a new file every year. (1953-1955) . o

financial reports and snnual finencial reports and statements..

Filed by fiscal year, by type of report and cﬁronologicatiy
thereunder. (Fiscal Years 1953-1956)

National Security Council Records »:

NSC Correupondence File R
Correspondence I'lles showing NSC policiel and proceduren governing
budget admwinistration, and reflecting policy decisions affecting .. SR
expenditures for the NSC prograw. Filed by subject and chronologioally
thereunder; start a new file every 2 years. (Fiscal Yelrs 1952- 1956)

/ .File copies of budget estimates compriling appropriation language’ B

sheets, narrative statewents, and related schedules and data
Filed by fiecal year. (Fiscal Years 1952-1956) o

' Work papers, cost statements, and rough data accumulated in pre-_u‘

paration of annual budget c-timote-, including duplicates of
papers included in file copies of budget estimates. Filed e

. CORmIETIAL
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iscal Division

Divislon Correspondence File

cy and procedure correspondence file consisting of letters, . o
wemoranda, staff studies, and other files which document the N
administration and operation of the Fiscal Division.

Claiwms Branch Correspondence File

Correspondence relative to policy end procedure of Claims Branch . R
1946 to April 1955. | N

Individual Earnings and Service Carda

YndIvidual Earnlngs Record or Its equivalent. Form WD-43 (prior
to January 1953). Individusl Payroll Data Card, Form 3L-L4, and
Individual Earnings Listing (subsequent to Jenuary 1953).

Payroll Branch Correspondence File

Torrespondence r'lles applicable to peyroll preparetion and pro- - v @
cessing.

a. Policy and procedure correspondence.

Applications for leave , '
Kpplications lor lLeave-SF 71 or equivalent. S "R
a. Applications for leave taken immediately prior to separation.

of’ Tiscal year report.

b gin, AP B F AT

Beggrts on Allotment, Obligetion and Expenditures )
lcal year report. : "o~

er i .
e

Fiscal Divilion L tfe Gl ) .
/ U .
Payroll Records : S
Yorelgn Fayrolls for JJPersonnel. WD 43, narning Record '
Cards are not maintained. File includes the following forms:

8F 112!, Payroll for Personal Servicel-Plyrc!l CQrtilicltion ! ’

Burmary.

_|.-
>

TSPE

s

Fni?t_xt and Pnu_qﬁ Traneportetion Records E

ginal Treight and paasenger transpor on records ma‘lntnimd for
General Accoutiting Office site audit. File includes the follmrlng ”7' A
forms or equivalent, shipping documents, comrcial bnu of :

lﬂding, and other related papers,

8F 1103 - U. 8, Gov't Bill of lading . o S ;
8F 1108 - Certificate in Lieu of Lost U, 8, Gov't Bill of Iading

SF .1113 - Public Voucher for Transpomtion Chnrgeo

8F 1141 - Transportation Request

8F 1166 - Voucher and Schedule of Pnynntl . L

SF 1067 - Public Voucher for Transportation of Puungverl PR

a. 1946 - June 1952 ey

b. Effective July 1952

Original Contracts and Letters of Agreewent e
Original Contracts and Letters of Agreonnt on Negotiated Con- -

ch& viricngoﬁi?eumnoy tm Recordu mintaimd

\_,‘u\.ll

:.‘ULJ.:J%
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8F 32, General Provisions

BF 33, Invitation, Bid & Avard

SF 40, Contract for Telephone Service
8F 1036 Statement & Certificate of Award.

Personal Service Contracts

T Yersonal Bervice Uontracts. File consits of original Form 37-53,
Personal Service Conract, or equivalent, in which terms and conditions |,
of ewployment for consultants or part-tiwe ewployees are set forth,
Used for audit purposes when waking payments pursuant to contracts.
File retained for General Accounting Office site audit.

Budget Division '

‘ Division Correspondence File
le Uorrespondence FgIes oF Kgency policy and procedures governing

budget administration, and reTlecting policy decisions affecting
expenditures for Agency programs.

o C favewel 'CA""M@}\ — 3 7/@ .
Fiscal Year Budgets . ‘
.2 The riscal tear %u&get including work papers, cost statewents, W, o,

! Justifications, charts, appropriation langusge sheets, narrative
} statewents, related echedules, and other data not reproduced. A
{ Fiscal Year Budget consiets of:

! a, Preliminary estimates

$ b, O0ffice estimates

! e, Agency estimates - Bureau of the Budget submission

i 4, Congressional Budget

% @, Special items (not regular)
g‘ f. Operating Budget

Finance Division Monthly Report
T a&d YToance Divielon Wonikhly Report. This report reflects the wonth's

activity of unvouchered funds. Used es reference material. Record w, &,
copy maintained by Office of the Comptroller.
a. Imat report for fiscal year.
b. Copy of Fiscal Year report that eupports Bureau of the Budget
and Congressional Budget submissions.
¢. All others

Report on Status of Appropriation Accounts & .
8 F!Ee <onsTste of & Teport on the Biatus Of Appropriation Accounts. Che

Used to report status of the various eppropriation accounts by ap- .
propriation title. : - s

Vouchered Fiinds Report of Allotwent Transactions . - ... -0 i
9 asd Wecords conslst of Yorm No. 30G-30, Analysis of Allotment #ranssctions 2. &
apd Form no. 34-40 Analysis of Obligations and Expenditures by Ob- .
ject Class, or equivalent forms. Report reflects the status: of the .
various allotments. , e : K
a. Last report for fiscal year.

5> 10-Wée next b. Copy of fiscal year report that supports Bureau of the Budg.tiﬁj L me
page- _ and Congressional Budget submissions. R
11 Allotwent Indg;rs, Ungouchered

TEN 11atings which reflect status of‘allotuentl under auth. a prd :
\ . atio
Record copy in Pin., Div., ast report for F. Y. and copy su Té?g& R

: e Bur. of Budget and Cong. subuissions.
!HW&C#&£  | | %.@®%ﬁa*“%ﬁ

—

*n«_""
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Sub-Obeect E§2§nditure Reports .ok
ePlects dlstribution of payments by sub-objects for entire period

of appropriation. Used as reference material

a. last report for fiscal year. :

b. Copy of fiscal year report that supports Bureau of the Budget
and Congressional Budget submissions.

Leave Graphs

Uraphs re?lact.by ares,.the trend of mumber of vouchered employses “: T
on duty cowpared with number of hours annual leave, overtime, and
holiday time. ‘

Military Personnel File of Reimburasable Salaries a

Records consist of monthly reporfl Trom Divisions reflecting the T

name, rank, estimated obligation and allotment chargeable, by 5
services, e.g. (Army, Navy, Air Force, or U.8.M.C.). Report '
is used to verify the amwounts of reimbursement and used as a

basis for future planning.

Annual Motor Vehicle Report . S
Records conslst of EiiﬁngI Form No. 82, Annual Motor Vehicle -

Report; Standard Form 82a, Annual Motor Vehicle Report, Tab- o
ulation by States; and applicable correspondence. Records
reflect cost, expense, and statistical data on vehicles by .

type. | 4 .

" Pinance Divieion - : : :
&, lorrespondence file consisting of memoranda, studies, and 4
other documents reflecting evidence of the Branch's policies
and procedures.

b. Correspondence file not othervise described in Item l-a.

Generel Acco Ladgers ‘ ’ a
General Iccounge Yedgers, shoving debit and credit entries, and ™

reflecting expenditures in summary. L

Allotment Records

2., Allotwent ledgers showing status of obligations and allot-
wents under each authorized appropriation. Reflects M
expenditures by allotments and object class and unliquidated

_obligatione, .. . e+ PR co s

"%, "Allotment Advices. Records consist of Advice of Allotment
authorizations issued by the Budget Division for the.purpose
of waking sllocated funds available for obligation. Used o
as a control in allotting appropriated funds. S R

Posting and Control Records ,

4v,q,1,1,J,® Reco used &8 posting and control wedis oublidilrykto'thn,f, e ;r o

-

gensral and allotment ledgers. .

b. Voucher Register of daily transactions showing voucher
number, amount applicable, genarsl ledger account and
desoription. ~ T

o

. -=d, Cash Journals showing daily registers of transactions of

Agent Cashiers. IBNM listings.

f. Appropriation Adjustwents., Records include adjustwent
vouchers and periodic reports on status of approprietion
accounts shoving edjustwents between fiscal year sppropriations.

HS[HC;153

- CORFIERTIAL
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12
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27

28 .

'Advance 6f Funds, Employee Case Files =~

.. Band Posted Books Obsolete File,

" Pp 1etnr Bubaid & Punding Projects Case Files ‘
: co;:it of copy O%P§rgde v Gamgngﬁxfﬂ%QV' E§§E: acootatin ngs 'ugord.

- ports prepared by A

HS/HC- 155
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{
1, Reconciliations of Liability Accounts. Work papere used to support
general ledger entires. )

J. Individual Advance Account Listings. Trial Balance, detailed
11sting of indivtdual advance accounts as of end of month,
Listing reflects status of each account.

w. Amounts due from Agency Personnel, 150 Account representing
receivables due from agency personnel such as earned salary
retid prior to regular pay day and overpayments.

Coumunications Cost Reports

File consists of ofiglnal report frow Communications Office and
is used for reconciling reimbursement for communication services.

Fleld Station Case Files N
FITes reflect cumulative financial history of station activities A
through copies of accounting reconciltations and copies of applicable
correspondence. Used for reference purposes.

Original Posting Vouchers = G
Orlginal Fosting Voucher, comprising posting entries, certification ™

of certifying officer, orliginal accountings, receipts, and sll
supporting data applicable to the financial accounting. See
Registry Schedule. Item No. 89.

\
e o0 P m e W e e e r e eve W e i e

Records consi8t or correspondence and statements relative to the —  *-
status of advance of funds. Used in analyzing advances. ko<

Quarterly Statewents of Advance Accounts . ‘ -
b. Otatemenis rellecting zero balance. L SR Yo

Deceaaed Individusl Advance Accounts
cease ndividua vance Accounts lhoving debit and credit
entries of account. (om 326 Accounts 1/1/52 - 12/31/52)

e, LExpense ledgers, reflecting expenditures by allotmentl ; we
and by object class. Postings to expense ledgers made in o
chronological order, -

b. Contractual Obligation Ledgers, showing total obligatcd B
for each contract and balance due contractor. :

¢, Advance Ledgers reflecting debit and credit entries to
1ndividual accounts. 19k7 1950. :

Proggietarz Accounts Branch Correcpgndence File .
orrespondence es, Branc '

&, Correspondence files reflecting policies and procedurc

applicable to the PrOprietary Accounts Branch.

b. Correspondencé files not othervwiss" aestrived in 27&. ’

witted by cover ¢ :Znniel correspondenc “'Coples of audit re-’
office and commercfi uditors, copies of '
adjustment vouchers, bank statements, and other applicable ﬂ,t... e
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41
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Project Card Files v
5Yect Uard File maintained for the purpose of recording the
receipt and control of documenta. They include Declarations of Trusts,

8tock Certificates, and cother similar documents.

{

* Approved For Releasé 2002/0;IIO4 : CIA-R

Protective Document Card File
otective umert Car e maintained for the purpose of recording  *“ <

the receipt and control of documenta. They include Dzclarations of

. Trusts, Stock Certificates, and other similar documents.

Project Control Book :
eco rellect a brief historical outline of each project. Used for W &
reference purposes. .

Accounting Log _

Xccounting Log waintained for the purpose of recording receipt of
project accountings (this file discontinued as of 1 February 195k,
Bee Item No. 29).(Obsolete File.)

4
T

]

Protective Document Log maintained for the purpose of recording LR
the receipt in chronological order and control of documents.

2This f1le discontinued as of 1 January 1954. See Item No. 30)

Obeolete File).

_Audit Report Records ‘
XudTt Report Records consisting of auditors' working papers, ' v o

records pertaining to clearance of deficiencies revealed as a
result of audit, and copies of the formal audit report. (July
1951 - Septemwber 1952). Audit Reports are now prepared by
Audit Office. (Obsolete File.)

Payroll Branch Correspondence File -
Torrespondence FiTes malntalned by operating units responsidble for
payro}l preparation and processing relating to administration and

operation of the unitse.
a. Correspondence relative to poliecy and procedure.

Euployee's Norwal Pay Racord

oyee's Norwa ¥ Record (Form No. 33-2L or its equivalent.)
a. Cards on transferred and separated ewployees, and papers
recoumended by item 43 as attachwents. '
b Cards on active employees,

iwe and Attendance Reports | SR o .
; T{oe and Attendance Reports, Standard Form 1130. - S

. wme 1 w
%, Confidential Funds Departmental Time and Aﬁﬁ‘ﬂﬂlnce Report,
‘Dhity Status Reports, all others. p ~

ﬁ.nlgige'n Case Files, Beadgmr:._ois ' FE
cords consist ol payro orms, correspondence,

"and other R
financial data applicable to employees paid from unvouchered funds .

Applications for Leave and 8§Eggrt1£§ Puezrl PR \
a. pplications for leave n a prior to separations '

b. All others.

S R

HS/HC- 153* - ’ : .
‘ RaTENRE BRY R o R N L e
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48
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50

52

53

55

56

]

"Report, Form 33-48. All others.

Q (P r“ Jt‘.‘w AL
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Leave Record Cards

Teave record cards, waintained independently of pey and earning
records. Standard Form 1137.

8, Final cards showing accumulated leave on separation. :
b. All other cards. S .

Record of Leave Data Transferred ‘ a P
Records of leave data transferred. Standard Forw 1150.

Notification of Personnel Action

WotIflcation of Personnel Actlon, exclusive of those in Q[fxcial
personnel Foldérs, Standard Form 50, E&xﬁhr& ‘Fora 52, Standard
Form 1126, NS
a, Pay copy.

Payroll Change Notices
Payroll Change Notices, Form 33-29A

a., Pay copy.

Individual Authorlzations

ual authoriration and record of payroll allotments and s
deductions Foreign Duty Dete -Sheet, Form 33-2; Personnel Trans- L
fer -amd Clearance Sheet, Form 33-29; Residence and Dependency '

Claims for Allowances and Te Lodgi ' '
Application for Allowances, ;orm §E-32 gEEim for temporary
lodgings, Form 33-46.

Withholdtl Tax Exemption Certificates '
WitholdIng tax exempggon cerfIfIcafEa, such as Internnl Revenuk
Form W-k,

Reports of Withheld Federal Taxes ' Sd N\
eports o eral Taxes and related pqur..

Deaigntion of Beneficia L
npald cowpendation o eceqsed civilian employee, B. F.51152

TBM Check List
C B rcflecting ewployee nuﬁber, pl
chock number and’ nmount.

yi-o].l nunt

HS/HC- 153,
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%octi Journal | '
Hi!nfggnea by Heviewers. ) W, oa

a., IBM Ledger Individual Earnings, cumulative record of pay and
deductions for 1 year period.

b. IBM Ledger Individual Earnings, cumulative record of pay and
deductions for one year period. " Prepared 1 name to 1 sheet, Mg

Contract Agreements, Military Personnel
Contract Agreements with Military Personnel.

Employee Case Filé:i Fleld ™ ' T e e Ry e e

_ Wecords consist ol payroll and travel forws, correspondence,

and other financial data applicable to employees tour of duty
-at Fleld Station.

Euployee Case Files, Travel _ :
Fuployee Case Flle relating to official travel of officers, K, Do
ewployees, dependents, or others authorized to travel. File -

includes coples of travel orders, vouchers, requests for ad- ¢
vances, difference statements, statewent of account, record

of transportation furnished, cash receipts, correspondence,

and travel expense record card.

Special Consultent Case File o
Bpeclal Consultant Case File relating to official travel of

consultants. File includes copies of travel orders, vouchers, e 3’
personal services contract, correspondence, and travel expense '
record card.

Miscellaneous Travel Records .
MIscellaneous Records relating to officers, employees, dependents, .

or other authorized to travel.

Registry Correspondence File

8. Reglistry Correspondence Subject File Correspondence files of
Agency policy and procedures governing voucher preparation, staff.
studies, administrative audit, and other accouting and disburging:
operations. ' . i 3

A

g. Correspondence subject files not otherwise described in Item
T a, s y Yoy

c. Field Station Correspondence PLls containing official record .
copy of outgoing correspondence and incowing correspondence. .. .-
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~ for advences, accoutings for advances.

zifvetatements, records of deposita, reconciliation statenents._

" cancelled Check File

Iﬂ 04 w_,Cl;?-éRDP84 0&1%000100050014 0

g -
Wbt
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Cable File, Incoming and Outgol o
Cables, Incomlng and outgolng ed separately in same folder. Vi

Original Posting Vouchers
GFIgInaI Posting Vouchers, couwprising posting entries, certifica- uw, =

tion of certifying officer, original accountings, receipts, and
all aupporting data applicable to the financial accounting.

Bt,ation and Proiect Accountix_:_g_s ‘ o
on an 0 Jec ccountings including station or project

vouchers, receipts, and other supporting data applicable to thé
financial accounting. (Accountings too large in volume to attach
to posting voucher). See Item 89.

Nawme Card File

Yawe card T1le of indigenous personnel hired on a temporary basis. ™. ?
Record of convenience file only. (Incomplete file). '

Cash Journsals : Ca
Caeh Journals and Finance lLedgers prepared by Field Stations, ™M

"Reference Material, Regulations etc. ' .

eference rial consisting ol a Agency Regulations, Notices,
Directives, Aduinistrative Orders and other re ference material
published by the Agency. , . ;

Outgoing Correlﬁondence File, 12’;_6 1221 7 _
orrespondence e (ou ng ceuwber 19&6 December . 1951)

Employee Case File Advancen : ' . ‘
Euployee Case Flle Including correspondence re financial trans- .. 1A
actions such as authorizations, copies of vouchern » requests Sy

Cashier Cese Files - BN

ashler Case Files including copies of 8. r. 1655 , Statement
of Ancount of Funds Entrusted to Agent Cashiers; 8. F. 1034,
Voucher for Services Other Than Persomal; Foram 33-'&3, Appltcation
for Advance of Funds, L : :

nt Cashier Bank Ace Fileo i
shier Bank Ac'!&?ﬂlﬁ Files 1nc].uding nonthly ‘bank *

Tancelled Checks representing paid recoiptu tor payment of si Y,
travel, and operational suppnel ’ equipwent and urvicel :

HS/HC- 53
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Machine Records Division
Subject Files
1] &8 accumulate in the general administration of the division
and are used for administrative and planning purposes.
a. File consists of cables and memoranda relatlve to.studies and

aurveys.pertainlng to installation and utilizatim of IBM equipment
and personnel. i e o,
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g feriece ;

Office of the Comptroller
as of 14 Nov. 1956)
Office of Comptroller Records Inventory Schedule 31-57

9. "Weekly Activity and Production Reports," July 1954-Dec. 1955.
1 ft. Reports submitted by each Division and Staff. Used for personnel
and management purposes. Filed by type of report and chrono. Destroy
afterﬁgmzpars.

A7, "Summary Table of Organization Analyses Ledger," FY 51.56, .1 ft.
Hendposted summary of T/O changes by fiseal year and organization
component. Destroyed when no longer used,

26, "Regulation Case Files," 1953-1956. 5 ft. Proposed regulations,
and correspondence pertaining to comments and concurrences. Destroy 6
months to 2 years after lssuance of regulation.

_27,. "Procedute Case Files," 1953-1986. 1.5 ft. Temporary as in
No. 26, above.
Budget Division Schedule 31.05-57

3. "Budget Analyst Working Papers," Analyst to place notes of
permanent value in official file.

L, "Tables of Organization," IBM listings of personnel data by
allotment structure. Dispose after 10 years,
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